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= Define terms, concepts, and procedures.
= Set up Compensation Differential.

= Process a promotion.

= Process a demotion.

= Process a transfer within the agency.

= Process a transfer from extra-help to full-
time.

= Display COLA adjustment.
= Change a personnel area.
= Change a personnel subarea.
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Chapter Overview

Throughout the lifecycle of an employee at the State of Arkansas, many situations
require adjustments and modifications to employee pay through promotions,
demotions, and cost of living adjustments. Employees have opportunities to change
jobs within state government through promotions and transfers. This chapter
describes adjustments to rate of pay and the position.

Change in Pay/Position Attributes

The Change in Pay/Posn Attributes action allows for modification of an employee’s
personnel area, personnel subarea, employee group, and employee subgroup
records and changing of full-time/part-time status. These changes must be made to
the position by OPM Class and Comp before performing this Action.

Personnel Actions

Action Type |F'ersu:unn... |EE group |EE subgr...
Hire

Hire Board or Commission hMembr

Rehire

Rehire Board/Cormm Mbr

im} | EEr mme
L

Change in Pay/Posn Attributes
Transfer

Basic Pay (Infotype 0008)

Certain fields default from the employee’s position and they cannot be changed.
Below is a picture of the Salary section from the Basic Pay screen.

e PS type (Pay Scale Type) identifies the position as classified or unclassified.

e PS area (Pay Scale Area) identifies State of Arkansas as the payer for the
position.

e PS group (Pay Scale Group) identifies the grade of the position.

o Level (Pay Scale Level) reflects the minimum and maximum hourly rate of
pay for the grade level of the position.

Copy Basic Pay
| Salary amount | Payments and deductions |
Fersannel MNao 2807 MName Mally D. | Status Active
EE group 1| Regular State Empl. Personnel ar PT13 Daisy State Park
EE subgroup UE | Employee SSN
Start 06 /2872008 [t 12/31/9998
Sybivoe €] Basic contract
Salary
Reason 32 Pay Plan lmpl Capacity util. lewel 100, 00
FS type a1 Classified “Work hours/period 80. 00| Bi-weekly
PSS Area o3 Career Service
PS group c114 Level a1 Annual salary 27 ,855. 06 |UsSD
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Compensation Differentials

Compensation Differentials are paid to employees who are authorized for additional
pay under the provisions of the Classification and Compensation Act. Effective June
28, 2009, five new Compensation Differentials were added to Basic Pay (ITO008).
Compensation differentials and maximum percentages for each are as follows:

e 1004 Geographic Differential (up to 6% maximum) is for positions who have
documented labor market conditions and the agency/institutions’ inability to fill
vacant positions.

e 1016 Certification Differential (up to 6%) is for job-related professional
certifications for individual positions or for specific classifications within an
agency or institution and approved by OPM.

e 1017 Educational Differential (up to 6%) is for employees who achieve a
degree that has previously been approved by OPM.

e 1018 Hazardous Duty (6% maximum) is for approved agencies for specific
positions who are required to perform hazardous or dangerous duties and up
to 12% for specific positions at a Maximum Security unit.

e 1026 Second Language (up to 10%) is for an employee who has
demonstrated the ability and skill to communicate in a language other than
English, including American Sign Language, and whose job requires this skill.

Once the differential is processed, the additional compensation is added to the
employee’s pay check each pay period. The cumulative total of all compensation
differentials paid cannot exceed 25% of the employee’s base salary.

Setting Up Differential Records

Submit Request to OPM

Before employees can receive compensation from any differentials, agencies must
submit their requests to OPM for review and approval. After approval, OPM will
update the maintenance table. The following is an example of the differential table.

B Differential Eligibity Maintenance Tahle
EiusAlF'A |Ohjeu:t abbr. |F'|:|siti|:|n |Wage|8tar‘t Date |End Date |F'|:t.
H980 SPO1 =090c ZZO898ZY 004 O&6/28/2009 12/31/9983 10. 00
@960 sPE1 xpooc 22089827 1016 D6/ 28/2003 12/31/9883 5. 00
b3950 SF01 =090c 220838827 1017 06/ 28/2008 12/31/83939 5. 00
- |@ss0 SPE1 xponc 22038827 1026 06/ 2872008 12/31/883939 5. 00

After being notified by OPM that the table has been updated, the agency enters the
differential using transaction PA40 — (Z4) Change in Pay/Posn Attributes action.
Employees will be paid the differential pay as long as the Basic Pay record includes
a compensation differential during the record’s effective date.
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Personnel Actions
Action Steps:

1.
2.
3.

Enter Personnel no.
Enter the From date.

Select Change in Pay/Posn Attributes.

<Execute>

& B dEH ©ee DHE DDOan HEd

Personnel Actions

&= 4

1
Personnel no. [113 )
Marne Mandi Moore
EE group |1_| Regular State E.. Pers.area IW' Garland County
EE subgroup IE' Employes Cost Center B27017 OF k1 BAADT00
Frarm 07 /2687200
2
Action Type Personn... |EE group  |EE subgr...
Hire [+]
Hire Board or Commission Membr [+]
Rehire
Rehire Board/Camm Mbr
Re-employment of Retiree 3
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Actions (Infotype 0000)

The reason code selected for the Action (ITO000) must correspond with the reason
code selected for the Basic Pay (IT0008.)

Action Steps:
1. For Reason for Action, select 10 Differential Pay.

2. <Enter> . The system displays this message
|® Record valid from 05/25/2003 to 12/31/9995 delimited at end | indicating the previous record’s
end date is changed.

3. <Enter> to validate the information.

4. <Save> to save the information.

2.3 2l @ @@ SHE SDO0 EE @F
RN
Copy Actions 4
DD |@ Execute info group ||_§" Change infa group
Pers.MNo. 1134
Mame Mandi Moore
EE group 1| Regular State Empl.  Personnel ar HLS1 Garland County
EE subgroup LIE | Employee 55N
Start 07 /26/2009 tn 12/31/8999

Personnel action

Action Type Change in Pay/Posn Attributes g

Reason far Action 10 Differential F'a% 1

Status

Custamer-specific Mo Concurrent Employment g
Employrment Active b

Special payment

oL}

Standard wage type

Organizational assignment

Fosition

Fersonnel area
Employee group
Employee subgroup

22110748| REGISTERED NURSE
HLE1 Garland County

1 Regular State Empl.

LE Employee
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Organizational Assignment (Infotype 0001)

Action Steps:

1.
2.

Enter the Work Contract field.
Select PersAdmin., Time, PayrAdmin., and Benefits administrators.

<Enter> . The system displays this message

|(D Recard valid from 06/28/2009 to 12/31/9999 delimited at end | indicating the previous record’s

end date is changed

<Enter> to validate the information.

<Save> to save the information.

@2 3,4

—
aﬁ@f5

S EG S OO0 EE @

Create Organizational Assignment

Personnel Mo 1134 Mame Mandi M.. Status Active
EE group 1| Regular State Empl. Personnel ar HLE1 Garland County
EE subgroup UE | Employes SSN
Start 07 /262009 ta 12/31/99583
Enterprise structure
CoCode ARK State of Arkansas Ley.person
Pers. area HL5S1 Garland County Subarea MEL1 MOT Ex ASHE
Cost Ctr E27017 OFM BAADTOO Bus. Area 0645 AR DEPARTHEMNT OF HEA...
Personnel structure
EE group 1 Regular State Empl. Payr.area 11 Arkansas Bi-veekly
EE subgroup  |LUE Employee Contract

1000 Hnursf‘m’ear‘Q:—
1

Crganizational plan

Percentage 100, 00
FPuosition 22110746
Job key 22114165
Exempt E

Oryg. Unit 21705214

Administratar

Agsignment PersAdmin
LO35C Tirne
REGISTERED MURSE Payradmin
LO35C

| S

102 | Ida L Hampton
101 | Rhonda YWatkins
107 | Mary L Meredith

REGISTERED MLIRSE

CE Region
Fersonal Care 92

2

1

Additional fields
Benefits Adrministrator

/

117 Fatricia Greenleaf
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Planned Work time (Infotype 0007)

This infotype maintains information relating to the employee’s planned working time
and recording status. This infotype is used to calculate overtime.

Action Steps:
1. Verify the information.

2 <Enter> A message appears ||® Attention: Please check Basic Pay infotype (0008) |

3. <Enter> . The system displays this message

|(D Fecard valid from 06/26/2009 to 12/31/9999 delimited at end | indicating the previous record’s

end date is changed.
4. <Enter> to validate the information.

5. <Save> to save the information.

G— ,3,4| 2 ICE@@ DHE OO0 HE @B
Create PTanned Working\ ime

| Work schedule | 5

Persannel Mo 1134 Marme Mandi M..| Status Active
EE group 1| Regular State Empl. Personnel ar HLS1 Garland County
EE =subgroup LIE | Employee S5N

Start 7726/ 20039 Tn 12/31/8938

Work schedule rule

YWark schedule rule MFo Sx8 Monday - Friday \

Tirme Mgt status 8 - Tirne evaluation of planned times i
Waorking week Sunday to Saturday g
[l Part-time ermployee

Warking time 1
Employment percent 100, 00 L1 Dyn. daily work schedule

Daily warking hours g.00

Weekly working hours 40 . 00

Manthly warking hrs 173.33

Annual warking hours 2080. 00

Weekly workdays 5.00 ./
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Basic Pay (Infotype 0008)

Action Steps:

1. For Reason, select 01 Within Range.

2. Under the Wage Type column, select one of the five differential wage types from
the drop down list. <Green check mark> .

& n A @@ SHE DDhon | HEE @
Copy Basic Pay
| Salary amount || Payments and deductions |
Fersonnel Mo 1134 Marme Mandi M. | Status Active
EE group 1| Reqular State Empl.  Personnel ar HLE1 Garland County
EE subgroup UE | Employee 35M
Start O7 /2672009  to 12/31/9999
Subtype o Basic contract
Salary 1
Reason 11 Capacity util. level 100. 00
PS type 11 Classified Waork hours/period a0 00 | Bi-weekly
PS Area 03| Career Sewice
PS group c1z0 Lewel |01 Annual salary 37, 33z2.05 |UsD
Wia |Wage Type Lang Text | |O..|Amnunt |Curr... |I |A..|Numben’Unit |Unit
1000 Hourly ra 2 17.9481 USDN
1017 I= wage Types for Infatype "Basic Pay" (1) 9 Entri... S0
= 50N
i
DONDEEEE o -~
WT |Wage Type Long Text |Start Date |End Date ||knpy B
[ 1000 Hourly rate 01/01/1900 12/31/9939 I«1[*]
1004 Geographic Differential 0B/28/2009 12/31/9959
IV B8/ 1013 Extra Help Hourly Rate 01/01/1900 127319099 || [USON | [E__ Payroll Simulation |
1014 Supplernental POS Hrly RTE 01/01/1500 12/31,/9939
016 CertificationDifferential 06/28/2009 12/31/9939
1017 Education Diffarential 0B/28/2009 12/31/9939
1018 Hazardous Duty 0Bf28/2009 12/31/9939
1026 2nd Language Differential 0B/28/2009 12/31/9953
1400 Hourly -tips 01/01/1900 12/31/9959
9 Entries found | 7/

January 2010
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3. <Enter> . The system displays this message

|(D Recard valid from 06/28/2009 to 12/31/9999 delimited at end | indicating the previous record’s

end date is changed.

4. <Enter> to validate the information.

If a matching record is discovered in the table, the wage type text will appear.
The differential hourly rate will be calculated based upon the percentage of the
employee’s base hourly rate and populated on the differential pay line of their
basic pay record. The eligible percentage rate used for calculation is read from
the differential table. (Calc: Employee’s current base rate times percentage entry
for the wage type in the differential table) Once the entry is accepted the user
must save the record.

5. <Save> to save the information.

ﬁ

2 I @@ e fhon BE @

Copy Basic Pay

N s

| Salary amount || Fayments and deductions |

Personnel Mo 1134 Marne Mandi M..| Status Active
EE group 1| Regular State Empl.  Personnel ar HL51 Garland County
EE subgroup UE| Employes 35N
Start 7 /2672008 [)10 12/31/9999
Subtype 0 Basic contract
Salary
Reaszon 01| WWithin Range Capacity util. level 100. G0
PS type 01| Classified Work hoursfperiod G0, 00| Bi-weekly
PE Area 03| Career Serice
PS group c120 Level |01 Annual salary a7, 332.05 |UsD
Wa...lWage Type Lang Text |O..|Amnunt |Curr... |I |A..|NumberfUnit |Unit ﬁ

1000 Hourly rate

17.9481 USDN

1017 Education Differential

1.0769 USDN ]

LSO

@ Within the Basic Pay (ITO008) record, the differential rates are not added to

the annual salary field.

January 2010
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No Match Found

If a match is not found on the table, the differential is not authorized, and a message
indicating the differential pay is not allowed for this employee displays.

Salary

Reasaon o1 Capacity util. level 100. 00

FS type o1 Classified Wyork hours/period 0. 00| Bi-week|y

PS5 Area o3 Career Service

FS group C118 Lewel |01 Annual salary 35,742 72 |UsD
Wia. |Wage Type Long Text |O..|Am0unt |Curr... |I |A..|Numben"Unit |Unit

1000 Hourly rate
1017 Education Differential

17.1840 USDKN
0.8592 USDM

o[ wjE)

1U1azardnu5 Ciuty LSO
USDM
SO
USDM
USDM
[ERjia] [ /

||

1v [07/01/2008) - 273176808 [ «][»]

17.1840 |USDM lE Fayroll Simulation I

|® 1018 Differential pay not allowed

After the end user selects <Enter> or <Green Checks> through subsequent
edits, the wage type is removed, allowing the user to save the record without an

incorrect wage type.

Salary

Reason a1 YWithin Range Capacity util. level 100.00

PS type a1 Classified Wark haurs/periad G0 00| Bi-weskly

PS5 Area 03 Career Service

PS group C118 Level |01 Annual salary 35,742 .72 |UsD
e IWage Type Long Text IO IAmDunt ICurr II IA, INumhen’Unit Linit

1000 Hourly rate
1017 |Education Differential

17,1840 USDN
0.8592 USDM
USDN
USDN
USDN
USDN
USDN

1[I W) =

[l |

<0

Iv [87/01/2008] - [12/31/9998 ][ »]

17.1840 |USDM

IE FPayroll Simulation I

@ Save your entries

Exceeding 25%

Each time a basic pay record is created with more than one differential wage type,
an edit check is performed to ensure the 25% combined maximum limit is not

exceeded. A message [IZD 1026 Differantial pay exceeds maximum allowed | appears if the
wage type being entered results in the employee exceeding the limit. Continued

selection of <Enter> or <Green Check> removes the wage type allowing the

January 2010
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record to be saved without the additional differential wage type that would result in

the employee’s pay exceeding the 25% maximum limit.

If the action for differential pay is partially processed, the user must remove this
action by deleting the related master data records through transaction PA30 in the

reverse order in which they were created.

Ending Differential Pay

To end the differential pay record in Basic Pay (IT0O008), use the following steps.

1. Execute PA40 (Personnel Action).

2. Enter Personnel Number and Start Date. Start Date is the first date of the

pay period in which the differential pay will end.

3. Select the action Z4 Change in Pay/Position Attributes and click <Execute>

.

4. On the Actions (ITO000) screen, select the reason for action 10 Differential

Pay. Click <Enter> and <Save>.
5. Be sure to enter and save all infotypes.

o

On the Basic Pay (IT0008), select the reason code 01 Within Range.

7. Delete the wage type to be ended by placing your cursor in the Wage Type
field, swiping over the wage type, and pressing the delete key on your

keyboard.

8. Click <Enter> and the wage type text is automatically removed.

9. Click <Save>.

Run Payroll Simulation

When Payroll Simulation and/or live payroll are processed, the differential hourly rate
is added to the Basic Pay (ITO008) base rate. The Remuneration Statement reflects
one hourly rate to include the calculated differential hourly rate(s). The differential

hourly rates(s) do not show as separate payment amounts.

Earnings Rate Weork Hours Current YTD
Regular working time 423509 80.00 3,388.07 42 295 63
Career Svc_Recognition 0.00 900.00
ASP Certificate Pay 0.00 1,200.00
Holiday premium 0.00 2,328.87
acation pay 0.00 231584
Total Earnings 80.00 3,388.07 49,040.34

Differential Maintenance

The following is general information concerning differential maintenance.
» When the employee’s base rate changes, the differential pay re-calculates

and the amount changes, upon selecting <Enter> or <Green Check> ,

based upon the percentage in the differential table.

January 2010
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> If atable entry is deleted after an action is performed on an employee; and
the user executes another PA40 action in Basic Pay (IT0O008), an error
message occurs indicating that no entry exists in the table for the differential
wage type currently in the basic pay record. The user must <Enter> or

<Green Check> through the edits to remove the wage type.

» |If a table percentage rate is changed and a prior basic pay record for the
differential pay exists for the employee, the user must execute a PA40
Change in Pay/Posn Attributes action with the effective date of the change.
Upon reaching the Basic Pay (ITO008) screen, the user must <Enter> or

<Green Check> through the edits to re-calculate the hourly amount
before saving. Additional differential wage types may be entered before
saving if an eligible table entry exists for other differential wage types for the
employee.

» When a PA40 Change in Pay/Posn Attributes action is performed to create
additional differential payments, any existing differential wage types are
recalculated if a change in percentage on the table has occurred.

» If attempting to change a basic pay record which includes a differential pay
wage type using the transaction PA30 (Execute info group), an error occurs if
the differential pay wage type is not included on the differential table. Any
other attempt to maintain the basic pay record results in an error.

» A batch job runs each night to compare employee’s current basic pay record
to the differential eligibility table. Based on table entries, if the employee is no
longer eligible for the differential, the basic pay record is delimited to remove
the related wage type.
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Promotions

When processing any promotion, verify with the person who has the role of Agency
Org. and Comp. Specialist that the position reflects the appropriate four-digit job
code.

The effective date cannot be earlier than the beginning of the first pay period of the
fiscal year. Consult the bi-weekly schedule of pay periods issued by OPM for pay
period begin dates. If it is necessary to have an effective date beyond the beginning
of the first pay period of the fiscal year, the agency must submit a request with
justification for approval by Office of Personnel Management (OPM).

Use transaction code PA40 to enter a promotion. The employee’s hourly rate of pay
is automatically adjusted. Do not enter an hourly rate. The employee’s annual
salary will reflect an increase of 10% or 12%.

Scenario: Quinella Freeman is promoted from a Park Office Manager position at
level C112 to a Payroll Technician position at level C115.

Action Steps:

1. Enter Personnel no.

2. Enter the effective date.

3. Select Promotion/Demotion.

4. <Execute>

& ldH @@ CDEE ano8 EE @
Personnel Actions
4
R
Personnel no. 2602
Mame Quinella Freeman
EE group 1| Regular State E.. Pers.area PTES | Withrow Springs State P .
EE subgroup LUE | Employee Cost Center 443657 MIS Equip Tris 9.
Frarm O7i1z/20
i 2

Personnel Actions — 4‘

Action Type IF'ersnnn... IEE group IEE suhgr...l E‘

Hire [=]
_Hire Board or Commission Mermbr EI
| |Rehire
| |rehire Board/Carmm Mbr |
_Re—employment of Retiree
_Change in Pay/Posn Attributes

Transfer 3

Promotion/Dermotion:

DROP
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Actions (Infotype 0000)

Action Steps:
1. Select Reason for action code.

2. Enter the new position number.

3. <Enter> - The box reflected below displays, <Green check mark> .

= Information

4. <Enter> . The system displays this

|® Record valid frorm 06/28/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

5. <Enter> to validate the information.
6. <Save> to save the information.

3,45 AR EeE & S 0E amas EE @
Copy Actions 6
DD |@ Execute info group ||.¢9 Change info group |
Pers. Mo, 2602
Marne Ouinella Freeman
EE group 1| Regular State Empl. Personnel ar PTEG Withrow Springs State Park
EE subgroup LE | Emplayes 55N
Start D?HEIQDDBtD 12/31/9999

Personnel action

Action Type Promation/Demation g
Reazon for Action 1 Promotion - Competitiva £| 1
| I

Status
Customer-specific Ma Concurrent Employment
Employment Active

Special payment Standard wage type

[ || 4

L]

—
COrganizational assignment 1

Fosition 220923%—%?\'50& TECHMICIAN
Personnel area PTOB Central Office

Employee group 1 Regular State Empl.
Employee subgroup LE Emplayee

January 2010

4-16



AASIS Service Center

Organizational Assignment (Infotype 0001)

Action Steps:

1. Select Work Contract.
2. Verify all of the administrator fields for any changes.

3. <Enter> . The system displays this message

|(D Fecord valid from 05/28/2003 to 12/31/2995 delimited at end | indicating the previous

record’s end date will change.

4. <Enter> to validate the information.

5. <Save> to save the information.

2B 5 |EHE 2000 B @

Copy Organizational Assignment

Personnel Mo ZB02

Marne

Quinell.. | Status

Active

Accounts Recervable-5..

/ 2

EE group 1| Regular State Empl.  Personnel ar PTOS Central Office
EE subgroup UE | Employee 55N
Start EI?HZIZEIEIQ‘[D 12/31/8953
Enterprise structure
CoCode ARK State of Arkansas Leg.person
Pears.area PTOG Central Office Subarea AL 0T 5td ASHB
Cost Ctr 443542 Accts Receivable Bus. Area 0900,  DERT OF PARKS AND TO .
Fersannel structure
EE group 1 Regular State Empl. FPayr.area 11 Arkansas Bi-Weekly
EE subgroup |UE|  Employee Contract 1000 Hours/Y ear {
Organizational plan Adrinistrator
Fercentage 100. 00 | Assignment PersAdmin 102 | Gary Goates
Puositian 22092381, AD7C Tirrie 105 | Gloria Robbins
PAYROLL TECHMICIAM Fayr&dmin | 104 | Mark Steindl
Job key 22113160,  AQ90C
PAYROLL SERWICES ..
Exempt M
Drg. Unit 21703612 Acct Rec GR

Additional fields
Benefits Administrator

104 Mark Steind
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Addresses (Infotype 0006)

This infotype stores the business and permanent residence addresses that may
require verification for accuracy.

If information is not entered, use <Next record> to proceed to the next infotype.

[E E=xit current screen

Data will be lost.

@

Do you still want to
the current screen?

exit

| Yes

Action Steps for Business address:

1.

2.

Verify and correct the business address.

<Enter> . The system displays this message

|(D Record valid from 06/28/2009 to 12/31/9999 delimited at end |indicating the previous

record’s end date is changed.

<Enter> to validate the information.

] . .
<Save> to save the information.

) (2 | 550 43 & [ (E[E] | @ b

= QQIQ@QIQ
AN

Telephane Mumber

Copy Addresses 4
FPersonnel Mo 2602 Mame Quinell..| Status Active
EE group 1| Regular State Empl.  Personnel ar PTOSE Central Office
EE subgroup LE | Employee 35M
Start D?HEIEBBQ ta 1273179999
Address
Address type Business address ) g
clo
Address line 1 "1 Capitol Mall, Room 44-200"
Address line 2 > 1
Cityfcounty Little Rock
State/zip code AR Arkansas F22M
Country Key LISA g

Communications

Type Murmhber

Exte

January 2010

4-18



AASIS Service Center

A second address screen displays requiring verification of this infotype which stores
the permanent residence address of the employee.

If information is not entered, use <Next record> to proceed to the next infotype.

®

[ Exit current screen

Data will be lost

Do you still want to exit
the current screen?

Yes I

Action Steps for Permanent Residence:

1. Verify the resident address.

2. <Enter> . The system displays this message

|(D Record valid from 05/28/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

3. <Enter> to validate the information.

4. <Save> to save the information.

5@ 1 IEH Qe DHE fnon| RE Q6
Copy resses r 4
Personnel Mo 2602 Marme Quinell . |Status Active
EE group 1| Regular State Empl.  Personnel ar PTOS Central Office
EE subgroup UE | Employee 55N
Start o7 /12/2009 to 124319993
Address
Address type Fermanent residence ~ g
clo
Address line 1 8975 Chenal Hills
Address line 2
City/county Wwest Little Rock > 1
Stateszip code AR Arkansas 72205
Country Key LISA, &
Telephone Mumber _J
Communications
Type Mumber Exte

January 2010
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Planned Work Time (Infotype 0007)
This infotype maintains information relating to the employee’s work schedule and

working time. This infotype is used to calculate overtime. Defaulted information

may be changed if necessary.

Action Steps:
Verify the information.

1.
2.
3.

<Enter> _ A message appears.

||(D Attention: Please check Basic Pay infotype (0003) |

<Enter> . The system displays this message

|{D Record valid frorm 06/28/2009 to 12/31/9999 delimited at end | indicating the previous record’s

end date is changed.
<Enter> to validate the information.
<Save> to save the information.

G‘% 2,3,4

B AH @R SRE D000 FE @

Create Planned Wurkind\Time

Wy'nrk schedule

Start 07/12/2008 [ To

5
Personnel Mo e Quinell. | Status Active
EE group 1| Regular State Empl.  Personnel ar PTOSB Central Office
EE subgroup UE| Employee 55N

12/31/9999

Wiork schedule rule

Wark schedule rule
Time Mgmt status
Wyarking week

(1 Part-time employes

OFEMNDE

1 - Time evaluation of actual times

Open Schedule 8 hours

[ ||

Sunday to Saturday

Wiarking time
Employment percent
Daily warking hours
Weekly waorking hours
flonthly working hrs
Annual warking hours
Wieekly workdays

1
100. 00 [ Dyn. daily wark schedulf
g. o0
40. 00
173.33
2080. 00

January 2010
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Basic Pay (Infotype 0008)

The reason code entered on this infotype combined with the reason code entered on
Actions (ITO000), determines the appropriate salary range for the employee. The
reason code selected for the change to the employee’s Basic Pay (ITO008) must
correspond with the reason code selected in the Action (ITO000.)

@ The system adjusts the employee’s hourly rate. Do not enter an hourly rate!
The employee’s annual salary will reflect an increase of 10% or 12%, whichever is

appropriate.

Action Steps:
1. Enter the Reason.

2. <Enter> . This message appears.

(@ Annual salary will be changed to be within the rule (0033) range (25,268 0 - 42 917 89)|

3. <Enter> . The system displays this message

| Record valid from D6/25/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

4. <Enter> to validate the information.

5. <Save> to save the information.

%213’4 Bl d &> eg O R anas BEE @
Copy Basic Pay 1 5

| Salary amount | Payments and deductions |
Personnel Mo 2602 MName Ouinell. | Status Active
EE group 1| Regular State Empl. Pearsonnel ar PTOE Central Office
EE subgroup UE | Employee S5
Start p7 /1272008 [&to 12/31/9899

Subtype 1 o Basic contract

Salary

Reason 33 Pramaotion 10% Capacity util. level 100. 60

PSS type 01 Classified Wyork hours/period 80, 00| Bi-weaekly

PS Area o3 Career Service

FS group c112 Lewal 0OZ Annual salary 27,7894 .83 |USD
Wa. |Wage Type Long Text |O..|Am0unt |Curr... |I |A..|Numben"Unit |Unit
1000 Hourly rate 13. 3629 LUSDM

USDM

January 2010

4-21




AASIS Service Center

Monitoring of Tasks (Infotype 0019)

This infotype is optional. It stores additional data about the employee, along with
deadlines and reminder dates. Dates an agency may choose to monitor are:

e End of Probation, e Driver’s License Expiration,

e Catastrophic Leave, e End of Leave,

e DROP Start Date and End e Performance Evaluation Date
Date,

If information is not entered, use <Next record> to proceed to the next infotype.

Action Steps:

Select task type.

Enter Date of Task. The reminder date defaults.
Enter Comments. (This is optional.)

<Enter> to validate the information.
<Save> to save the information.

S e

<Next record> to advance to the next infotype.

@Z B AE C@e  EHE DDo0 FE @ 0
Create Monitoring of Taskﬁ 5

e
6 :
Personnerre 2602 MName Quinell.| Status Active

EE group 1| Regular State Empl.  Personnel ar FTOS Central Office
EE subgraup LE | Employee 35N
Z
1

Task

Task Type End of Probation =

Date of Task 0171271 2MNY Processing indicator Mew task g

| 2
Reminder —
Reminder Date 1271272009

Lead/follow-up time

Cormrments %i
conduct a six month review.
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Demotion

A demotion occurs when an employee moves down one or more grades. A

demotion is similar to a promotion except the individual receives a salary reduction

instead of an increase. Both processes are similar. Before entering a demotion,

have all related documentation in order and approved.

For a demotion action, the employee’s hourly rate of pay is automatically decreased.
Do not enter an hourly rate. The employee’s annual salary will reflect a decrease of

10% or 12%.

Scenario: Xiomara Adair accepts a position as Fiscal Support Specialist at a lower

grade level.

Action Steps:

1. Enter Personnel no.

2. Enter the effective date.

3. Select Promotion/Demotion.

4. <Execute> .

& B dEH I CeEa@ EEE B0L8  EEI®@

Personnel Actions
Pers

o= 4 |

1
Personnel nio, 21 [=)

Rehire Board/Comm Mbr
Re-employment of Retiree
Change in Pay/Posn Attributes

:Transfer 3
Promaotion/Demation

Marre Xiomara Adair
EE group 1| Regular State E.. Pers.area PT38 | Ozark Folk Center State ..
EE subgroup UE | Employee Cost Center 445224 Ozark Folk Cent..
From 07412/2069 {

Personnel Actions ﬂ‘

Action Type |F'ersu:unn... |EE group |EE suhgr...l m

Hire [+]
_Hire Board or Commission Mermbr E‘
_Rehire

January 2010
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Actions (Infotype 0000)

Action steps:

1.
2.

3.

Select the Reason for the demotion.
Enter the new position number.

<Enter> . This message appears. <Green check mark> . The screen
changes to reflect the new position information.

[= Information

&P Defauit vaiues are used by the position:

<Enter> . The system displays this message

|® Recard valid from 06/26/2008 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.
<Enter> to validate the information.

<Save> to save the information.

G 345 | 1AH e DR DL S DD 0B
Copy Actions ﬁ 6
|:||:| |@ Execute info group ||?Change info group |
Pers.Mo. 2521
MName Xiomara Adair
EE group 1| Regular State Empl. Personnel ar FT38 Ozark Falk Center State Park
EE subgroup LE | Employes S5M
Stant D?HQIQBBBtD 12731799939
Personnel action
Action Type Pramaotion/Demation E
Reason for Action o4 Dernotion - Voluntary
:l 1
Status —
Customer-specific Mo Concurrent Emplayment g
Emplayment Active =
Special payment Standard wage type i
—
J 2
Organizational assignment
Position 220892359 FISCAL SUPPORT SPECIALIST
Personnel area PTO8|  Central Office
Ermployee group 1 Regular State Empl.
Employes subgroup UE Employes

4-24
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Organizational Assignment (Infotype 0001)

Action Steps:
1. Verify the work contract field.

2. Verify and select the PersAdmin,. Time, PayrAdmin., and Benefits administrators.

3. <Enter> . The system displays this message

|(D Fecard valid from 06/26/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

4. <Enter> to validate the information.

5. <Save> to save the information.

1
[e=— 34 [ sum= s hopmanes 000
Copy Organizational Assignment
Personnel Mo 2521 Marne Aiomatra.. | Status Active
EE group 1| Regular State Empl. Personnel ar FT38 Ozark Folk Center State Park
EE subgroup UE | Employee SSM
Start a7 /122008 tl:u 12/31/9988
Enterprise structure
CoCode ARK State of Arkansas Leg.persan
Pers.area PTOS Central Office Subarea OALA 0T ,5td ASHE
Cost Ctr 4435638 Accts Payable Bus. Area (Gl H)E] DEFT OF PARKS AND TO ..
Personnel structure
EE group 1 Regular State Empl. Payr. area 11 Arkansas Bi-Weekly
EE subgroup  |UE Ermployee Contract 1000 Hours Y ear e
1 1
Organizational plan Administrator —
Fercentage 100, 00 | Assignment PersAdrmin 104 | Mark Steindl
Position 22092353 AD9SC Time 103 | Bradley Shell
FISCAL SUPPORT SP .. Payradimin 108 | George Lepper
Job key 22113187  AD9BC
FISCAL SUPPORT 5P ..
Exempt M
Org. Unit 21703613 Acct Pay GR 2
Accounts Payable—GE%
Additional fields -
Benefits Administrator 122 Bryan Kellar

January 2010
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Addresses (Infotype 0006)

This infotype stores the business and permanent residence addresses of the

employee and may be verified for accuracy.

If information is not entered, click <Next Record> and Click Yes to continue to
the next screen.

[E-Exit current screen

Data will be lost.

| res

® Do you still want to exit
the current screen?

Action Steps for a change in the Business address:

1.

2.

Select business address and make any necessary corrections.

<Enter> . The system displays this message

|(D Fecard valid from OB/258/2008 to 12/31/9999 delimited at end | indicating the previous record’s

end date is changed.

<Enter> to validate the information.

<Save> to save the information.

Telephone Mumber

2,3 AR IC@® S EE 000 FHE @
Copy Addresses D
4
FPersonnel No 2521 Mame Aiomara.. | Status Active
EE group 1| Regular State Empl.  Personnel ar PTOS Central Office
EE subgroup LE | Emplayes 55N
Stant D?HEIEDDQ to 1243179999
Address
. N -
Address type Business address g
c/o
Address line 1 "1 Capital Mall, Room 4A-900"
Address line 2 >i 1
City/county Little Rock
State/zip code AR Arkansas 72201
Country Key USA g

Communications

Type Murmhber

Exte

January 2010
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A second address screen requiring verification displays for this infotype which stores
the permanent residence address of the employee.

If information is not entered, click <Next Record> and Click Yes to continue to
the next screen.

Action Steps for Permanent Residence:
1.

2.

[E E=xit current screen

Data will be lost.

| Yes

@ Do you still want to exit
the current screen?

Verify the resident address.

<Enter> . The system displays this message

|(D Fecard valid from 06/26/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

<Enter> to validate the information.

] . .
<Save> to save the information.

Stateszip code
Country Key
Telephone Mumber

USA

2.3 =) QQI@@QIQ@%I@@@@IEI@
Copy Addresses D
4

Personnel Mo 2621 Marne Xiomara. | Status Active
EE group 1| Regular State Empl. Personnel ar PTOG Central Office
EE =subgroup LIE | Employee S5N
Stant D?HQIQDDB to 1273179999

Address

Address type Permanent residence E

/o

Address line 1 E91 Weast 7th St

Address line 2 : i 1

City/county Maorth Little Rock

AR Arkansas 72118

Communications

T hl L

Type MNumber

Exte

| PR

January 2010

4-27



AASIS Service Center

Planned Work time (Infotype 0007)

This infotype maintains information relating to the employee’s work schedule and
working time. This infotype is used to calculate overtime.

Action Steps:

1.

2.

<Enter> . A message appears. “

Verify the information.

(M) Attention: Please check Basic Pay infotype (0008) |

<Enter> . The system displays this message

|(D Fecard valid from 06/26/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

<Enter> to validate the information.

] . .
<Save> to save the information.

2,3,4

D A@e@d DHE DDo0 BE @M

Create Planned Wurkind\Time

“T Wark schedule | 5

Personnel Mo ame £iomara.. | Status Active
EE group 1| Regular State Empl.  Personnel ar PTOS Central Office
EE subgroup LE | Employee 35N

Start p7/12/2008[®) To 12/31/9999

Work schedule mle
Work schedule rule

Tirme Mgmt status
Working week
CJPart-time employee

DOPENDOS \

Open Schedule 8 hours

iid

1 - Time evaluation of actual times

m}

Sunday to Saturday

YWorking time
Employment percent
Daily working hours
YWeekly warking hours
Monthly working hrs
Annual warking hours

Weekly warkdays

100.00 ClDyn. daily work schedlile

40. 00
173.33

2080. 00 _/
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Basic Pay (Infotype 0008)

@ The system adjusts the employee’s hourly rate. Do not enter an hourly rate!
The employee’s annual salary will reflect a decrease of 10% or 12%, whichever is
appropriate.

Action Steps:
1. Select Reason code. Since Xiomara was demoted, the code Demotion 10% is

selected.

2. <Enter> . This salary message appears.

||® Annual salary will be changed to minimurn from range (25 268.05 - 42 917.89) - rule (0035) |

3. <Enter> . The system displays this message

| Record valid from D6/28/2009 to 12/31/9999 delimited at end | indicating the previous record’s

end date is changed.
4. <Enter> to validate the information.

5. <Save> to save the information.

gizw D IBeEe LR DDaD PR @@
Copy Basic Pay S

| Salary amount || Fayments and deductions |

Personnel Mo 2521 Marme xiomara..| Status Active

EE group 1| Regular State Empl.  Personnel ar PTOG Central Office

EE subgroup UE | Employee 335N

Start 37 /122009 tu:u 1243179989

Subtype E] Basic contract

Salary {

Reason 35|  Demotion 10% Capacity util. level 100. 00

FS type 01 Classified YWark hours/period B0. 00| Birweekly

PS Area B3| Career Senice

PS group ci1z Level |01 Annual salary 25,2658.05 |USD
Wa...lWage Type Long Text |O..|Am0unt |Curr... |I |A..|NumherfUnit |Unit
1000 Hourly rate 12.1481 USDN

USON
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Monitoring of Tasks (Infotype 0019)

This infotype is optional. It stores additional data about the employee, along with
deadlines and reminder dates. Dates an agency may choose to monitor are:

e End of Probation, e Driver’s License Expiration,

e Catastrophic Leave, e End of Leave,

e DROP Start Date and End e Performance Evaluation Date
Date,

If information is not entered, use <Next record> to proceed to the next infotype.
Action Steps:

Select task type.
Enter Date of Task. The reminder date defaults.
Enter Comments. (This is optional.)

<Enter> to validate the information.
<Save> to save the information.

2

<Next record> to complete the action.

E4 2B ) SHBISTO8 [ FEEF @

Create Monitoring of Tasks L

]2
Personng 6 2521 Marne Xiomara..| Status Active

EE group 1| Regular State Empl.  Personnel ar PTOS Central Office
EE subgroup UE | Employee 55N
Z
J 1
Task /
Task Type End of Prabation [
Date of Task D1f12f291|3\|3rncessing indicator Mew task E

Rerminder N
Reminder Date 12/12/2009 2
Lead/fallow-up time

Comments 3
conduct a six month rewiew:
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Transfers

A transfer is when an employee changes positions within an agency or between
agencies. The employee’s master data information is already stored in AASIS so
the receiving agency does not need to re-enter this data. The effective date must
not be earlier than the beginning of the first pay period of the fiscal year. Consult the
Bi-weekly Schedule of Pay Periods issued by OPM for pay period begin dates. If it
is necessary to have an effective date beyond the first pay period of the fiscal year
limit, the agency must send a request with justification for approval by OPM.

@ Tricks and Tips:

e If an employee is transferring within the agency, the person with the role of
Agency Personnel Management, or Personnel Management performs the
Transfer action.

e For all employees transferring between agencies, OPM performs the Transfer
action.

Scenario: Brad transfers within the agency to another position at the same grade
level.

Personnel Actions

Action Steps:

1. Enter Personnel no.

2. Enter the effective date of the transfer.

3. Select Transfer.

4. <Execute>

& D0 eE@e e mman BEE @H
Personnel Actions
4
Personnel no. 2586 ~
Mame Brad Freeman
EE group 1 Regular State E.. Fers.area PT3E | Old WWashington State P ..
EE subgroup UE | Employae Cost Center 4453657 MIS Equip Tris 9.
From B?f12f29§—
Personnel Actions e
Action Type IF'erSDnn,,, IEE group IEE subgr I [ha]

Hire [=]
Hire Board or Commission Membr =]
Rehire H

Rehire Board/Comm kibr

Re-employment of Retiree
Transfer
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Actions (Infotype 0000)

The reason code selected for the Action (ITO000) must correspond with the reason
code selected for the Basic Pay (IT0O008.)

Action Steps:
1. Select Reason for Action.

2. Enter the new Position number.

3. <Enter> - the message below appears. <Green check mark> .

= Information

4. <Enter> . The system displays this message
|(D Fecord valid from 08/28/2009 to 12/31/9999 delimited at end | indicating the previous record’s
end date is changed.

5. <Enter> to validate the information.

6. <Save> to save the information.

3,4,5 al CEQ SHE ODLD FHE @M
Copy Actions 6

DI:‘ |@ Execute info group | & Change info group |

Pers.Mo. 2586

Marne Brad Freeman

EE group 1| Regular State Empl. Personnel ar FT38 Old WWashington State Park
EE subgroup UE | Employee S5

Start O7/12/2009 tn 12/31/9989

Personnel action

Action Type Transfer =
Reason for Action o1 Lateraﬁ{

Status

Customer-specific Mo Concurrent Emplayment S

Employment Active =

Special payment Standard wage type =
|

Organizational assignment 5 2

Paosition 2211842 —ER SERNWICES COOR ..

Personnel area PT4Z2 Finnacle Mountain State Park

Employee graup 1 Regular State Empl.

Employee subgroup LE Employee
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Organizational Assignment (Infotype 0001)

Action Steps:
Verify the Work Contract field.
Verify and select PersAdmin., Time, PayrAdmin., and Benefits administrators.

1.
2.

<Enter> . The system displays this message

|(D Recard valid from 06/28/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

<Enter> to validate the information.

<Save> to save the information.

o
3,4 3 AE== 5 [[CHE S000 00 QF

Copy Organizational Assignment

Pargsonnel Mo 2586 Mame Brad Fr. | Status Active
EE group 1| Regular State Empl. Personnel ar PTag Old Wwashington State Park
EE subgroup UE | Employes S5M
Start EI?'HQIQEIEIBtD 12/31/9958

Enterprise structure

CoCode ARK State of Arkansas Leg.person

Pears.area pPT42 Pinnacle Mountain State Park Subarea DAL 0T 5td ASHB

Cost Ctr 445644 Pinnacle GR Bus. Area (EF=IE]E] DERT OF PARKS AND TO ..
FPersonnel structure

EE group 1 Regular State Empl. Payr area 11 Arkansas Bi-Weekly

EE subgroup  |UE|  Employes Contract 1000 Huursf‘r’earﬁ—

| |

Organizational plan Adrministrator

Fercentage 100. 60 | Asgsignment Fersidmin | 104 | Cindy Hatak

Benefits Administratar

Position 22118420 MOFEC Time 104 | Cindy Hatak
WOLUNTEER SERWICE.. | PayrAdmin 104 | Cindy Hatak
Job key 22114268 MOFBC |
YWOLUNTEER SERWICE ..
Exempt M
Oryg. Unit 21703494 GenAdRin GR
General Admin Pinnacl.. 2
Additional fields _—

100 Alicia Brown

January 2010
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Monitor of Task (Infotype 0019)

This infotype is optional. It stores additional data about the employee, along with
deadlines and reminder dates. Dates an agency may choose to monitor are:

e End of Probation, e Driver’s License Expiration,

e Catastrophic Leave, e End of Leave,

e DROP Start Date and End e Performance Evaluation Date
Date,

If information is not entered, use <Next record> to proceed to the next infotype.
Action Steps:

Select task type.
Enter Date of Task. The reminder date defaults.
Enter Comments. (This is optional.)

<Enter> to validate the information.
<Save> to save the information.

o g s ke

<Next record> to complete the action.

—

a— 4 0] I NGO CHE hos R e
Create Monitoring of Tasks] °

B

Personnal No 2556 lame Brad Fr.|Status Active
EE group 1| Regular State Empl.  Personnel ar pPT42 Finnacle Mountain State Park
EE subgraup LE | Employee 35N
&
1
Task
Task Type End of Probation =
Date of Task B1/A1272010 Procezsing indicatar Mew task g
ﬁ“’;‘m
Reminder
Reminder Date 1271272008
Lead/follow-up time
I 3
Comrments

conduct a six month revied.
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Addresses (Infotype 0006)

This infotype stores the business addresses and require verification for accuracy.

If information is not entered, click <Next Record> and Click Yes to continue to

the next screen

[E- Exit current screen

Data will be lost.

@

Do yvou still want to exit
the current screen?

| Wes | ¢ Mo

Action Steps for changes:
1. Review and make any corrections.

2. <Enter> . The system displays this message

|(D Record valid from 05/28/2009 to 12/31/9999 delimited at end | indicating the previous record’s

end date is changed.
3. <Enter> to validate the information.

4. <Save> to save the information.

Telephone Mumber

2,3
2 IEREGee SRR D008 BE @D

Copy Addresses 4
Personnal No 2556 lame Brad Fr.|Status Active
EE group 1| Regular State Empl.  Personnel ar PT42 Pinnacle Mountain State Park
EE subgraup LE | Employee 35N
Start D?HQIQDDQ to 1243179989

Address ~

Address type Business address F)

cio

Address line 1 11901 Pinnacle Walley Road

Address line 2 >- 1

City/county Roland

Stateszip code AR Arkansas 72135

Country Key LSA g

Communications

Type Exte

Murnber

January 2010

4-35



AASIS Service Center

Unemployment State (Infotype 0209)

This infotype which appears only if the business address infotype is saved, identifies
the state responsible for paying the employee’s unemployment insurance.

If information is not entered, click <Next Record> and Click Yes to continue to

the next screen

[E- Exit current screen

Data will be lost.

@ Do you still want to exit
the current screen?

[ Yes | Mo ;

Action Steps for changes:
1. Select the current state.

2. <Enter> . The system displays this message

|(D Fecard valid from 06/26/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

3. <Enter> to validate the information.
<Save> to save the information.

2B CeR CHE SDDO0 EE @B

Copy Unemployment StateX\\

Brad Fr.|Status

Active

Pinnacle Mountain State Park

4

Persannel Mo 2586 Marme
EE group 1| Regular State Empl. Personnel ar PT42
EE =subgroup LIE | Employee S5N
Start D?HQIQDDBW 12/31/8938
Unemployment data 1
Tax authority AR Arkansa

Waorksite
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Addresses (Infotype 0006)
This infotype stores the business and permanent residence addresses and requires
verification for accuracy.

If information is not entered, click <Next Record> and Click Yes to continue to
the next screen.

[E- Exit current screen

Drata will be lost.

@ Do yvou still want to exit
the current screen?

I es I T ro E

Action Steps for changes:
1. Review and make any corrections.

2. <Enter> . The system displays this message

|(D Fecard valid from OB/258/2008 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

3. <Enter> to validate the information.

4. <Save> to save the information.

32 2,3 240 @@e SHE a0O00 BE @
Copy Addresses 4
FPersonnel Mo 25a6 Marme Brad Fr.|Status Active
EE group 1| Regular State Empl. Personnel ar PT42 Finnacle Mountain State Park
EE =subgroup LIE | Employee S5N
Start D?HQIQDDB to 12431789583
Address
. )
Address type Permanent residence =
/o
Address line 1 101 Main =t
Address line 2 > 1
City/county Roland
Statedzip code AR Arkansas 72135
Country K LISA, g
ountry Key Yy,
Telephone Mumber
Communications
Type MNumber Exte
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Planned Work Time (Infotype 0007)

This infotype maintains information relating to the employee’s work schedule and
working time. It is also used to calculate overtime.

Action Steps:
Verify the information.

1.

2.

<Enter> . A message appears.

||® Attention: Please check Basic Pay infotype (0008) |

<Enter> . The system displays this message

|(D Fecard valid from 06/26/2009 to 12/31/9999 delimited at end |indicating the previous record’s

end date is changed.

<Enter> to validate the information.

] . .
<Save> to save the information.

a 2 2,3,4

D EEIS0O0 EE @ =

aﬂ@%s

Create Planned Working Time

|m YWork schedule |

Personnel No

Marne

Brad Fr. | Status

EE group 1| Regular State Empl.  Personnel ar pPT42
EE subgraup LE | Employee 55N
Stant p7/12/2808[3) Ta 12/31/9999

Active

Pinnacle Mountain State Park

YWaork schedule rule

Wark schedule rule
Time Mgmt status
Working week
[JPart-time employee

OPEMDG

Dpen Schedule & hours

1 - Tirme evaluation of actual times

Sunday to Saturday

m}

m}

Working time
Employment percent
Daily working hours
Weekly working hours
Monthly working hrs
Annual working hours

Weekly waorkdays

100.00

40.00
173.33
Z2080. 0o

ClDyn. daily work schedule

"
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Basic Pay (Infotype 0008)

The reason code entered on this infotype combined with the reason code entered on
the Action (ITO000), determine the appropriate salary range for the employee. When
a reason code other than No Salary Change is used, the hourly rate may have to be
entered manually.

Action Steps:
1. Select Reason..

2. <Enter> _ A message appears.

(@ Annual salary will be changed to be within the rule (0013) range (2406518 - 40,362.62) |

3. <Enter> . The system displays this message
|® Recard valid from 06/26/2008 to 12/31/9999 delimited at end | indicating the previous record’s
end date is changed.

<Enter> to validate the information.
<Save> to save your information.

2.3 = Q@\|¢®Q|Q[ﬁﬂﬂ|@@ﬁﬁ|ﬁ|@
- RN
Copy Basic Pay 4
| Salary amount || Payments and deductions |
Personnel Mo 2586 Marne Brad Fr..| Status Active
EE group 1| Regular State Empl. Personnel ar PT42 Finnacle Mountain State Park
EE subgroup LE| Employes 55N
Stant 071242009 tcu 12431795999
1
Subtype ] Basic contract
Salary \l‘
Reason 3| Mo Salary Change Capacity util. level 100. 00
PS type 01| Classified Wark hours/period 80. 00| Bi-weekly
S Area 03| Career Service
PS group c111 Level |01 Annual salary 24,085.18 [USD
Wa...IWage Type Long Text IO..IAmnunt ICurr... II IA..INumhen‘Unit IUnit
1000 Hourly rate 11 6698 SO
USDN
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Transfer from Extra-help to Full-time Position Tutorial

When transferring an employee from an extra-help to a full-time position, the
agency’s benefits representative requires certain information in order to establish
benefits (i.e. health plans, retirement, etc.) for the employee.

Scenario: Wilhelmina transfers from an extra-help to a full-time position within the
agency.

Action Steps using transaction code PA40:
1. Enter the personnel number in the Personnel no. field.
Enter the effective date of the transfer in the From field.

2
3. Select Transfer from the Personnel Actions list.
4

<Execute> .
@ nl dE Q@@ 26 E 80 40L8
Personnel Actions
4
]
Fersonnel na.
MNarne
EE group 7| State Extra/Sea. Pers.area PTOS | Central Office
EE subgroup UE | Hourly Cost Center 446454 Miss Rive

From mmarzaasﬁ
2

Personnel Actions

Action Type |F'ersonn... |EE group |EE subgr...l
Hire

Hire Board ar Commission Mbr.

Rehire

Rehire Board/Comm Mbr

Re-ermployment of Retiree

Change in Fay/FPosn Attributes

Transfer:
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Actions (Infotype 0000)

The reason code selected for Actions (ITO000) must correspond with the reason
code selected for Basic Pay (IT0008.)

Action Steps:
1. Select the Reason for Action: 04 Extra help to Regular/Hourly.

2. Enter the new position number in the Position field.

3. <Enter> . The message shown below appears. <Green check mark> to

continue.

[= Information

&P DEeiauivEiles e used by the position

4. <Enter> . The system displays this message
|® Record vl from 07087200 to 1203113899 delimited at end | jdjicating the previous record’s end date is
changed.

5. <Enter> to validate the information.

6. <Save> to save the information.

L ) Exiras Sysiern  Help
ﬂ B A Ee@e SR anaa BE @M
Copy Actions r

6 _
l:”:l |@ Execute info group HE m‘ II:B’Reason for Action (17 18 E.. . [=]
Fers.Mo. i

-
Mo EONOEEES

EE group ¥ | State Extra/Season.. Personnel ar FTOS Zction Type: 23
EE subgroup Ud | Hourly SSN -fMame of action type: Transfer
Sta 108/84/20083 LY 1243179985 ﬂmR1Name of reason for action I
01 Lateral
FPersonnel action oz Unclassified/Classified
Action Type Transfer =N lnk] Classified/Unclassified

Reason for Action 94\%Wegulanﬁnurly 04 Extra Help Ta RegularHourly
—% 05 Regular/Hourly To Extra Help
1 06 To Acting Status
o7 From Acting Status

Status

Customer-specific Mo Concurrent Ermployment na Reorganization
Ermployment AsClive 09 Reclassification
Special payment Standard Wagel_hm.nﬂ_ 10 Special Admin

> 2 11 Unclassified / Unclassified

12 Extra Help / Extra Help

Organizational assignment
13 Classified / Classified

Position 22134023 KITCHEM ASSISTANT Q4 Pav Plan Imal C i
. ay Flan lmpl CGorrections
PT35
Fersonnel area Mt Magazine State Park 19 CareerfUnclassified
Employee group 1 Regular State Empl. 20 Unclassified/Career
Employee subgraup UE Employee 21 Professional/Unclassified

22 Unclassified/Professional
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Organizational Assignment (Infotype 0001)

For this infotype, the end user must select TTFT 1000 hrs in the Contract field. This
selection is important, because it serves as an alert that this employee is transferring
from an extra-help or part-time position into a full-time position.

Action Steps:
1. For the Work Contract field, select TTFT 1000 hrs.

2. Verify PersAdmin., Time, PayrAdmin., and Benefits administrators.

3. <Enter> . The system displays this message

|® Record vl fom 07.08/2008 to 1213118989 delimied at end | jcjicating the previous record’s end date is

changed.
4. <Enter> to validate the information.

5. <Save> to save the information.

Tnfofy Sofo Exfras System
ﬂ ) ﬂ@i&? CHE anon BE @

Copy Organizational Assignment

Personnel Mo Mame Status Active
EE group 7| State ExtrafSeason.. Personnel ar FTOG Central Office
EE subgroup LB | Hourly SSN

Start 107042009 to 1273179959

Enterprise structure

CoCode ARK State of Arkansas Leg.person
Pers.area PT35 Mt. Magazine State Park Subarea QAL 0T, 5td ASHE
Cost Ctr 445011 Mt Magazine P Bus. Area 0300 DEFT OF PARKS ANMD

Fersaonnel structure

EE group 1 Regular State Empl. Payr.area 11 Arkansas Bi-Weekly
EE subgroup  |UE Employee Contract TTFT 1000 hrs =
SO0+HRMD, 3MO -
Organizational plan Administrator <BOHRMO, 3MO
Percentage 100,00 | Assignment I Persadmin | DTOP TH00Hrs ¥r
Position 23134023 s08aC Tirme Drap <20 Hrs Wik 1
——|RehirRet 1000YR %
KITCHEM ASSISTANT Payr&dmin RehireRET<I0 Wik
Job key 22150297 S088C TRS Rehired Ret
KITCHEN ASSISTANT TTET 1000 hre
Exempt E Tip EE<min wage =
Cirg. Unit 21703430 Geanhnhlag SP Transfer to PT [=]

General Maint Mt bag..
2
Additianal fields /
105

Benefits Administrator Cindy Hatak
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Monitor of Task (Infotype 0019)

This infotype stores additional data about the employee, along with deadlines and
reminder dates. Dates your agency may choose to monitor are:

e End of Probation e Driver’'s License Expiration
e Catastrophic Leave e End of Leave
e DROP start date and end date e Performance Evaluation Date

This infotype is optional. If information is not entered, use <Next record> to
proceed to the next infotype.

Action Steps:

1. Select Task Type.

2. Enter end date of the probation period in Date of Task field. The reminder date
defaults.

3. Enter Comments. (optional)

4. <Enter> to validate the information.
5. <Save> to save the information.

6. <Next record> to complete the action.

Infotype Fofo  Exiras  System  Help
e%i 20BN 5 | EHE 000 IR @6
Create Monitoring of Tasks
[£]
Perso Marme .| Status Active
EE groerp 1| Regular State Empl. Personnel ar PT35 Mt. Magazine State Park
EE subgroup UE | Employee 55N

’_’:
—

Task 4 1

Task Type End of Probation El

Date of Task o3/o4/2010 Processing indicator Mew task [
Feminder 2

Reminder Date p2s04/2010

Lead/follow-up time

|
Comments % 3
conduct & six month revied,
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Addresses (Infotype 0006)

This infotype stores the employee’s address information

. If the business address of

the employee changes, be sure to save this screen so that the address data records

are updated with the new address.

@If information is not entered, click <Next record>

=

Click Yes to continue to

the next screen.

[==E=xit current screen

Crata will be lost.

Do you still want to exit

D

the current screen?

| Tes

Action Steps for changes:
1. Review and make required corrections.

2. <Enter> . The system displays this message

|® Record vl fom 07.08/2008 to 1213118989 delimied at end | jcjicating the previous record’s end date is

changed.
3. <Enter> to validate the information.

4. <Save> to save the information.

2 3 IR/ €@ SHE Dnas |
N
Copy Addresses 4
Ferzonnel Mo i Mame Status
EE group 1| Regular State Empl.  Personnel ar PT35 it hagad
EE subgroup UE | Employee S5M
Start |1EIIEI£1I2EIEIB to 1273179999
—~
Address
Address type Business address =
cfo
Address line 1 16878 Highway 309 South >_ 1
Address line 2
Cityfcounty Paris
State/zip code AR Arkansas 72855
Country ke Usa, el
¥ ey _
Telephone Mumber

January 2010

4-44



AASIS Service Center

Unemployment State (Infotype 0209)

This infotype displays only if the business address infotype is saved. It is used in the
payment of unemployment insurance for the employee.

@If information is not entered, click <Next record> @ Click Yes to continue to
the next screen.

[E- Exit current screen

Data will be lost.

@ Do you still want to exit
the current screen?

| s | T ML T E

Action Steps for changes:
1. Select the current state code in the Tax authority field.

2. <Enter> . The system displays this message
|® Record vl from 070872008 to 1213113998 delimited at end | jdjicating the previous record’s end date is

changed.

3. <Enter> to validate the information.
4. <Save> to save the information.

EZ' 2l dH /@R CEEIAT A0 FEE
Copy Unemployment State

4
Ferzonnel Ma Mame Status Active
EE group 1| Regular State Empl.  Personnel ar PT35 Wit Magazine State
EE subgroup UE | Employee 35N
Start |1E|fE|4f2EIEIE|tU 12/731/59938

J 1
Unemplayment data

Tax authority AR Arkansas
Warksite
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Addresses (Infotype 0006)

This infotype stores the permanent residence address for

the employee.

=

@If information is not entered, click <Next record>

Click Yes to continue to

the next screen.

[E- Exit current screesn

Data will be lost.

-

Do you =still want to exit
the current screen?

es

Action Steps for address changes:

1. Review and make required corrections.
2. <Enter> . The system displays this message
|® Record vl fom 07.08/2008 to 123118988 delimied at end | jcjicating the previous record’s end date is
changed.
3. <Enter> to validate the information.
N . .
4, <Save> to save the information.
lIIIUI.J'rJIS == 114 oro CAITES I_IJ'_OI.ISIII uGIrJ
2.3 AR CeR BRE SO0 FEE
Copy Addresses 4
Personnel Mo Mame Status Active
EE group 1| Regular State Empl. Personnel ar FT35 hit. Magazine State
EE subgroup UE| Employee S5M
Start 1070472009 to 12/31/2899
Address )
Address type Fermanent residence e
clo
Address line 1 235 Sly Fox Lane >_ 1
Address line 2
City/county Faris
State/zip code AR Arkansas 72855
Country Key LISA E
-
Telephane Mumber

January 2010
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Planned Work Time (Infotype 0007)

This infotype is used in processing payroll as well as maintaining information relating
to the employee’s work schedule and working time.

Action Steps:
1. Verify the information.

2. <Enter> A message appears “(D Attention: Please check Basic Pay infotype (0003) |

3. <Enter> . The system displays this message

|® Record vl rom 070872008 to 1213113999 delimied at end | jndiicating the previous record’s end date is

changed.
4. <Enter> to validate the information.
5. <Save> to save the information.

[0 234 [00B= 5 L0 O0040 00 @

Create Planned Working Time

|m Work schedule |

Personnel Ma Mame Status Active

EE group 1| Regular State Empl.  Personnel ar PT35 Mt. Magazine State Park
EE subgroup LIE | Employee 55N

Start |1DID4IQDDBTD 12/31/89388

Wark schedule rule

YWork schedule rule DPENDS Open Schedule 8 hours \
Time Mgmt status 1 - Time evaluation of actual times E
Working week Sunday to Saturday E

Ol Pant-time employes

YWorking time

Employment percent 100.00 1 Dyn. daily wark schedule >_ 1
Daily working hours g.00

Weekly warking hours 40. 00

Manthly warking hrs 173.33

Annual warking hours 2080. 00

Weekly workdays 5.00 _/
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Basic Pay (Infotype 0008)

This infotypes reason code, combined with the reason code entered on Actions
(ITO000), determines the appropriate salary range for this type of action.

Action Steps:
1. Enter the reason code: 01 Within Range.

2. <Enter> €], A message appears.

||® Annual salary will be changed to be within the rule (0001) range (15 512.02 - 23 053.89) |

3. <Enter> . The system displays this message

|® Record vl from 070872008 to 1213113998 delimited at end | jdjicating the previous record’s end date is

changed.
4. <Enter> to validate the information.
5. <Save> to return to Personnel Actions screen.

2,3, 4

DI EH e SHE DO0 HE @B

Copy Basic Pay

5

EE group

EE subgroup

| Salary amount || Payments and deductions |

Personnel Mo

Marme .| Status Active
1| Regular State Empl. Personnel ar PT35 Mt. Magazine State Park
UE | Employee 35N

Start [1B/04/2003 tu 12/31/8938

Subtype o Basic cuntractl_

Salary /J 1

Reason o1 Within Range — Capacity util. leval 100. 00

PS type o1 Classified Wark hours/period a0, 00 | Bi-weekly

PSS Ares 03| Career Serice

FS group c1e2 Level |01 Annual salary 15,5812.02 |UsD
Wi, |Wage Type Long Text |O..|Amnunt |Curr... |I |A..|NumberfUnit |Unit m
1000 Hourly rate 74577 USDN ﬁ‘

LIomn

You have completed the Transfer action.

January 2010
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Date Specification (Infotype 0041)

After completing the Transfer, Date type ZT -Transfer to FT/PT date record is
automatically added to Date Specifications (ITO041). Do not delete this record

because it is used by Benefits!

@ adEHICEGa I EREEIBOLH8IEHE @
Display Date Specifications

Personnel No; Name Status  Active

EE group 1| Regular State Empl. Personnel ar PT35 Mt. Magazine State Park
EE subgroup LE | Employee 55N

Start 1040472009 to 1243178983  Chng

Date Specifications

Date type Date Date type Date

Z1| Original Hire Date 07 /08/2009 £2| Career Service Date Oy /s08/2009
Z3| Latest Hire Date 07 /08/2009 24| Leave Accrual Date 07 /0872009
ZT | Transfer to FT/PT 1040442003 ]

Transfer from Full-time to Extra-help Position

When an employee moves from a full-time to an extra-help position, the transfer
process differs on three infotypes as shown below.

e Actions (ITO000): Select reason code 05 Regular/Hourly to Extra Help.

e Organizational Assignment (IT0O001): In the Contract field, be sure to select
Transfer to PT because this employee is transferring from a full-time to an
extra-help position.

e Basic Pay (ITO008): Select reason code 01 Within Range.

e A Transfer to FT/PT date record is automatically added to Date Specification
(ITO041). Do not delete this record because it is used by Benefits!

January 2010 4-49



AASIS Service Center

Job Sharing

Job sharing occurs when one position is divided between two people performing the

same duties. All extra-help positions must be crossgraded in AASIS before the
personnel administration action can be processed. The crossgrade transaction

attaches a legitimate job code to the position. If the extra-help position is not
crossgraded before the personnel administration action is processed, the employee
is not paid accurately. For the purpose of job sharing, set up the position so both

employees are assigned to the same position number.

For example: Misti and Jeff are sharing a position at Lake Dardanelle. During the
hire process, the information is entered as usual for each person. Organizational
Assignment (IT0O001) and Planned Working Time (ITO007) require close attention.

Organizational Assignment (Infotype 0001)
The same position number is used for both individuals.

For Misti (personnel number 2610):

Create Orgamnizational Assigrmmmrent
Bl = == Org Structure
FPersonnel o 2510 Status Active
SS5M 9g99O=63=2791
Start OG5/ 02752008 to 12521 79999
Enterprise structure
CoZCode SRE State of Arkansas Leg.person
Fer=s.area FTZ25 Lake Dardanelle State Park Sub@aresa oo O, Sid . AsHB
Cost Cir 44657 MIS Equip Tris 926 Bus. Area [of=]o}o] DEFRT OF PARKS AMD T
FPersonnel structure
EE group 1 Regular State Ermipl. Favr.area 11 Arkansas Bi-vwweekly
EE subgroup uE Emploves Zontract 1000 HoursmMwear =
Organizational plan Administrator
il Assignment Fersadmin 1E
I Fosition 2092275 I =oos Tirme 104
FRES & TRSM ADbir . Fawvradmmin 1o
Jdob kew 216569731 KOoo=
FRES & TRSM ADbir .
Exermpt L]
arg. Linit 2173529 Senadlar GR
Seneral Admin Lake
Create Orgamnvizational Assigrrmrerrd
e Org Structure
Fersaonnel o 2611 Status Active
S5HM 999 r51 429
=Start psrozszo002 [=ita 1z+s21 s0000
Enterprise structure
CoCode O RK State of Arkan=as Leg persan
Fers area FT25 Lake Dardanelle State Fark Subarea oaL o7, Std Aa=HB
—ost otr 4426557 mMIS Equip Tris 9285 Bus. Area (ak=lolo) DERPT OF PARKS A
Fersonnel structure
EE group 1 Reogular State Ermial. FPavr.area 11 Arkansas Bi-vwee kv
EE subgroup UE Ermploves Contract 1000 HoursfMear =1
Crganizational plan Adrministrator
=3 £ S WeTo M niel Acssignment Persadmin 101 Skip Moseley
I Faoasitiaon 22092275 IKDEIEH Time 104 Cindy Hatak
FREKS & TRSM A Favradmin 1E1 Skip Moseley
dokb ke 21669731 EoOos
FRKS & TRSMM A0k
Exermpt ]
Carg. LInit 1 Fa=z529 SensdbDar SR
Seneral Admin Lake

January 2010
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Planned Working Time (Infotype 0007)

When processing the personnel action (PA40) for the job-share employee, the

person with the role of Agency Personnel Management must adjust the Employment
Percentage field on the Planned Working Time (IT0O007). Otherwise, an
overpayment occurs if the employee is in an exempt position, and annual and sick

time is accrued incorrectly.

For Misti (personnel number 2610):

Change Planned Working Time

2 B wvork schedule

Fersonnel ko 2610 rarme

EE group 1 Regular State Erm ... Personnel ar
EE subgroup UE Employees S5

Start A5 /0272008 (2 To 12421 /,9999

Wwork schedule rule

Sunday to Saturday

.
[ | Part-tirme emplovees ]

Wworking time

Employviment percent 50 . Q0
T T T T T =2

weekly working hours ZE . aa
Monthly working hrs 8656 . 67
Annual working hours 1040 . @Q
e e kly workdays 5.00

Tirme hgmit status 1 - Time evaluation of actual times

Misti L . Status Active

PT25 Lake Dardanelle State Fark
999 -26-2791

Chog. Q5/09/2002 LMFLOYDGEA

YWwork schedule rule OFEMGS Dpen Schiedule 8 hours

[}

w| D, daily work schedule

For Jeff (personnel number 2611):

After the position number is entered for the second person, a message

@ FPosition is currently occupied

appears . This means the position is not set up for
job share, and OPM Class and Comp must be contacted.

dEerke Pranned Working Time

B B .2 0] wwork schedule

Personnel Mo 2611 Frame

EE group 1 Regular State Em ... Personnel ar
EE subgroup UE Emplovees S5h

Start IBEi.-'D3.-’28I38E5’ Ta 12431 4+9999

Wyork schedule rule

O N e e Sunday to Saturday
I »| Part-time employvee I

wworking tirme

Employment percent 0.0
Craily working hours ERE]E]
wweekly working hours 20 .08
Manthly working hrs 86 .67
Annual working hours 1040 . 060
YWeeekly warkdays 5. .00

Jdett Mu.. Status Active
PTZ25 Lake Dardanelle State Park
999-75-143539

Ywark schedule rule OFENGOS DOpen Schedule 8 hours
Tirme Mgmt status 1 - Tirme evaluation of actual times

o]

w | Doy, daily work schedule
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COLA: Cost of Living Adjustment (Infotype 0380)

This procedure demonstrates how to use PA30 to display the Compensation

Adjustment (ITO380) for the annual cost of living adjustment (COLA.) COLA takes
effect annually on July 1 and is based on the employee’s annual salary as of June

30.

@ Do not attempt to delete the COLA records! If you need assistance

maintaining or updating COLA records, contact OPM.

Action Steps using PA30:
1. Enter the Personnel number.

2. Enter 0380 (Compensation Adjustment) in the infotype direct selection field and

press Enter on the keyboard.

3. <Overview> ,

3] 3

JH I S@@ 2 EE Do EE @0

Maintain HR Master Data

D2 ]isic]=) 3] 3

Personnel no. ZB07 1

January 2010

Mame Molly DuKane
EE group 1| Regular State E.. Pers.area PT13| Daisy State Park
EE subgroup LE | Employee Cost Center 443657 MIS Equip Tris 9.
m Addtl. Employee Data . Employment Issues | Career Management I nE
Infotype text |E| |_| Period
Actions o [+l | @ Period
| |Personal Data W (=] Fram To
:Organizatiunal Aszsignment g O Today QO Curr.week
| |Addresses 14 O All O Current manth
| |Basic Pay o O From curr. date (O Last week
| |[Family MemberDependents QO To Current Date O Last month
| |Residence Status v O Current Period O Current Year
| |Additional Personal Data o [=] Choose |
Comrmunication [=] l 2
Direct selection /
Infotype Compensation Adjustmefit STy
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Compensation Adjustment (Infotype 0380)

4. Select the record with a valid date to view COLA percentage and amounts.
5. On the Menu bar, click Edit and select Choose.

=
Infotype  Edit Goto Extras  Swstem Help
| 5 %cmuge 2@ SHE nnoan BF 23
List Coi nent
Personnel Mg lName Mally D.. | Status Active
EE group Personnel ar PT13 Daisy State Park
EE subgroup 55N
M@ Choose 12/31/9999 STy.
Cancel F12 |
Adjust. reason — IAdjustment type |F'Ianning Status IStar‘[ Dat
Annual COLA adjustmentss 4 Cost of Living Adjust. Active 07/01420C [+]
Pay Plan Implementation FPay Plan Implement Active DEQBQDEE

6. The following screen appears and displays the pay increase.

@

[

JE @@ CHE anon  EE @D

Display Compensation Adjustment

EiE

ZB07 Marne

Molly D.|Status

Active

EE group 1| Regular State Empl.  Personnel ar PT13 Daisy State Park
EE subgroup UE | Employee 55N
Start 07 /01,2008, to 08/30/2008| Chg. 0F/15/2008 |SLHENDRIX
Area Arkansas b
Adjustrment
Adjust. reason 01 Annual COLA adjustments Status Active e

January 2010

Adjustment type COLA | Cost of Living Adjustme..  Effective date 0701/ 2008
Basic pay
Base ASAL BE/30/2008 20,543 . 1200 USDN Annually
Currency USDM
W IWage Type |Am0unt I% increase I
1050 Salary increase 4108080 2,00 |:|
| [+]
[~]
[l L[]
Total 410.8000 2.00 0.00
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Changing the Personnel Area

The personnel area is to be changed only after OPM/Class and Comp has
processed the change to the position. In order to verify that the personnel area has
been changed, contact the State Org. and Comp. Specialist.

The effective date must not be earlier than the beginning of the first pay period of the
fiscal year. (Consult the Bi-Weekly Schedule of Pay Periods for pay period begin
dates.) If master data requires correction beyond the current fiscal year, the agency
must send a request with justification for approval by OPM.

Action Steps using PA40:

1. Enter the Personnel no.

2. Enter the From date.

3. Select Change in Pay/Posn Attributes.

4. < Execute> .

& mad H@@E@ S0 anaan BRI &
Personnel Actions

skl

Fersonnel na. 2807 1
Marne Molly Dukane
EE group 1| Regular State E.. Pers.area PT13 | Daisy State Park

EE subgroup UE | Employee Cost Center 443857 MIS Equip Trfs 9.
Fram EI?IZSIQEIEIQ{

Personnel Actions

Action Type |F'ersnnn... |EE group |EE 5uhgr...| ﬁ
[+]

Hire

Hire Board or Cammission Membr

[~]
_Rehire
_Rehire Board/Comm Mhbr
_Re—employment of Retiree J‘ 3
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Actions (Infotype 0000)
1. Under Reason for Action, select Personnel Area/subarea change from the drop-

down list.

2. Enter the correct personnel area.

3. <Enter> . The system displays this message

|(D Recaord valid frorm 06/28/2009 to 12/31/9999 delimited at end | indicating the previous record’s
end date is changed.

<Enter> to validate the information.
<Save> to save the information.

= 34

AR Ca@ CHRE STO0 EE @b

Copy Actions

15

DD |@ Execute info group ||é’ Change info group |

Pers.Mo.
Marme

EE group
EE subgroup
Start

2607
Mally Dukane
1| Regular State Empl. Personnel ar PT13 Daisy State Park
UE | Employee 35N

Oy /2672003 tu 12/31/8938

Personnel action
Action Type

Reason for Action

Change in Pay/Posn Attributes

E
05 Personnel Areafsubarea change {

Status

Employrment

Customer-specific

Special payrment

Mo Concurrent Employment
Active

Standard wage type

il || [

oL}

Organizational asg

Positian
Personnel area

Employee group

Employee subgroup

22092272 ADPT OFFICE MANAGER I
FT14| DeGray Lake Resort State Park

1 Regular State Empl.

UE Employee
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AASIS Service Center

Organizational Assignment (Infotype 0001)
You must save this infotype screen in order for the change to become effective.

1. Enter the work contract.
2. Enter the administrators.

3. <Enter> . The system displays this message
|® Record valid from 06/28/2009 to 12/31/9999 delimited at end | indicating the previous record’s
end date is changed.

<Enter> to validate the information.
<Save> to save the information.

[ 3.4 | 21006y 5 [@ICHE G060 AR @

Create Organizational Assignment

Personnel Mo 2607 Mame Mally D.. | Status Active
EE group 1| Regular State Empl.  Personnel ar PT13 Daisy State Park
EE =subgroup LIE | Employee 55N

Start 07 f26/2009 tn 12/31/89388

Enterprise structure

CoCode ARK State of Arkansas Leg.persan
Pers.area PFT14| DeGray Lake Resort State P.. Subarea DAL1 OT,5td ASHE
Cost Ctr 443657 MIS Equip Trfs 986 Bus. Area [900 DEPT OF PARKS AND TO..

Personnel structure

EE group 1 Regular State Emipl. Payr.area 11 Arkansas Bi-WWeekly
EE subgroup |UE|  Employee Contract 1000 HoursfYear i 1
Organizational plan Administrator
Percentage 100, 00 | Asgsignrment Persidmin | 104 | Mark James
Position 22092272 CO39C Tima 104 | Mark James
ADPT OFFICE MANAG.. | PayrAdmin 106 | Cindy Hatak
Job key 221134108,  CO389C \
ADPT OFFICE MANAG ..
Exempt H
Cry. Unit 21703173 wIC Dai GR

Yisitor Info Center Dais ...

Additional fields
Benefits Administrator 108 Greg Clark
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Planned Working Time (Infotype 0007)
Changing an employee’s personnel area does not affect the employee’s planned

worked time.

@Do not change the information on this screen!

1. <Next record> .

&=

2| 9 H I &&& | O EGE Y as e | FEE D

Create Planned Working Time

(&= [=][2][03 wo

rk schedule |

Personn

EE group 1
EE subgr| LE
Start

2507
Regular State Empl.
Employes

07 /2672008 [=) To

Mame
FPersonnel ar FT14
S5H

1273159999

Mol11w D.. | Status Active

DeGray Lake Resort State Park

Work schedule rule

Work schedule rule
Time MMgmt status

Wiorking week

[ Part-time employ

ORPEMDOS

1 - Time evaluation of actual times

Sunday to Saturday

es

]

i

Working time

Weekly workdavs

Employment percent 100
Daily working hours

Weekly working hours £}
Fonthly working hrs =]
Annual working hours =]

[E]x]

E]E]
. oo
E]E]

[1Dyn. daily wark schedule

Basic Pay (Infotype 0008)
Changing the employee’s personnel area does not affect the employee’s Basic Pay.

@Do not change the information on this screen!

1. <Next record>

&

Dl 00 &@@E@ DR amaoan BEE & mE

Copy Basic Pay

| Salary amount | Payments and deductions |

1

2607
Regular State Empl.

Mame

FPersonnel ar PT14

Mally D. | Status

Active
DeGray Lake Resort State Park

UE | Employee SSM
D?IZSIZBBQW 1243149988
Subtype a Basic contract
Salary
Reason =4 Capacity util. level 100, 00
PSS type o1 Classified “WWork hoursf/period S0 . 00| Bi-weekly
PSS Area as Career Service
PS group C114 Level €} Annual salary 2¥,858.068 |USD

Whal |Wage Type Lan

g Text

|O..|Am0unt

[curr.. i [ Jrumber/Unit [Unit

1000 Haurly rate

13.39232 USDM
LSO

C
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AASIS Service Center

Changing the Personnel Subarea

To change the personnel subarea, the agency must submit Exempt Job Analysis
Questionnaire or Nonexempt Job Questionnaire to OPM/Class and Comp. If OPM
approves and processes the personnel subarea change on the position, the Agency
Personnel Management must update the infotype records.

The agency must verify with the agency’s Org. and Comp. Specialist that the
effective data used by OPM/Class and Comp is the beginning of the current pay
period. Ifitis, enter that date in the From field. If the effective data OPM used is
prior to the current pay period, enter the beginning date of the current pay period in
the field. Failure to do so results in a payroll error.

Action Steps using PA40:
1. Enter the Personnel no.

2. Enter From date.
3. Select Change in Pay/Posn Attributes.

4. <Execute> _

=
HE Master Data Edit Soto Extras  Utilities  Settings  System  Help

& A4 H I ES@E@ EEE HDLON
@ a|] Personnel Actions

o= 4
Pas
2607

Personnel no.

Marme Mally DuKane
EE group 1| Regular State E.. Pers.area FT13| Daisy State Park
EE subgroup UE | Employes Cost Center 443657 WIS Equi

Frorn 1271472003 2

Personnel Actions
Action Type |F'ersu:|nn... |EE group |EE Suhgr...l
Hire

Hire Board or Comrmission Membr
Fehire

Rehire Board/Cormm Mbr
Fe-emplayment of Retiree 3
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Actions (Infotype 0000)

1. For Reason for action, select Personnel Area/subarea change.

2. <Enter> . The system displays this message
| (@) Record valid fiom DSE/2008 to 1203129999 delirited af end |

changed.

3. <Enter> to validate information.

4. <Save> to save the information.

indicating the previous record’s end date is

=

Ity Goto  Extras  Systermn
@— 23 - QB—\J_TDEHQ[H][EJEEQQIEI@
Copy Actions

|:||:| |@ Execute info group ||£9 Change info group |

Pers.Mao. 2607

Marme Molly Dukane

EE group 1| Regular State Empl. Personnel ar PT13 Daisy State Park
EE subgroup LUE | Employee S5M 999-758-1543

Sitart |12I1A1I2EIEIB.tD 12/31/9588

Fersonnel action
Action Type

Feason for Action

Change in Pay/FPosn Attributes E

05 FPersonnel Areafsubarea change{

Status
Custamer-specific
Employment

Special payment

Mo Concurrent Employment

L}

Active

il

Standard wage type

Organizational assignment

Fasition

Persannel area
Employee group
Employee subgroup

22092272 PRKS & TRSM ADMIM SUPFORT
PT13 Daisy State Park

1 Regular State Empl.

LUE Employes

January 2010
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AASIS Service Center

Organizational Assignment (Infotype 0001)

You MUST save this screen in order for the change to be effective. Notice that the
employee’s subarea field is changed.

1. <Enter> to validate the information.

2. <Save> to save the information.

=

Infotype Edit  Soto Extras Systerm Help

= = S S a3 & L D e | s s An mn | EE ) e O
ate Organizational Ass\;\nment

[ora Structure | 2
EE ar Regular State Empl. nel ar PT13 Daiswy State Fark
EE su UE | Employee 999 -F5- 1543
Start 1z 14 2008 [ 1o 1=Z751 9999
Enterprise structure
CocCode AR State of Arkansas Leg. persan
FPers.area PT13 Daiswy State Park Subarea oAl 1 o7 .Std . ASHEB
Cost Ctr AASES T RIS Equip Tris 9565 Bus. ~rea csoo DEPT OF PARIKKS MDD TO
Personnel structure
EE group 1 Regular State Empl. Fayrare=a 11 Arkansas Bi-wWeelkly
EE subgroup LUE Emplovees Contract 1000 Hours sy ear =
Cirganizational plan Administrator
FPercentage 1oo . oo s signrment | Perssdmin 10Z | Jdonathan Turner
FPosition ZzZO0g9zZ22 72 <OO0s Tirme 102 | Jonathan Turmer
PRIKS & TRSM ADRIN P ayradmin 104 | Cindy Hatalk
Job key Z1E59 731 [Emlal=]
PRIKS 8 TRSM ADRAIIN
Exermpt ]
Cirg. Linit Z1FA3173 S Dai SR

isitor Info STenter Dais

Additional fields
BEBenefits Administrator 10 Cindy Hatalk

Planned Working Time (Infotype 0007)

Changing an employee’s personnel subarea does affect the employee’s planned
worked time.

Do not change the information on this screen!

1. <Next record> .

=
Infoty Tt Soto Extras System Help
& 1 = A H & e @ | L E GBS An =0 | E 2] G oE
Creay —~——vanned Working Time
[&| [H[=] [E3 wvork scheduis |
FPersonnel Mo 207 Mame Mol 1w Do | Status Active
EE group 1 Regular State Empl. FPersonnel ar PT13 Daisy State Park
EE subgroup UE | Ermployees S5M 999 -F5-1543
Start 1zs14sz008 [ Ta 127319999

Whork schedule rule

Wvork schedule rule OFEMOS
Tirme RAgrmt status 1 - Tirme evaluation of actual times =
eorking weel Sunday to Saturday =

[l Part-time employee

Wworking time

Employment percent 100 . 4o CJDwn. daily work schedule
Daily working hours

Wreekly working hours o. oo

Fonthly working hrs o. oo

Annual working hours B Elo]

Weeekly workdays
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AASIS Service Center

Basic Pay (Infotype 0008)
Changing the employee’s personnel subarea may affect the employee’s Basic Pay
and/or leave accruals.

Do not change the information on this screen!

1. <Nextrecord> .

=
Irifot sy t  Soto  WYage types Extras Systerm Help

& 1 = A H | & e e | 2 H R B, a0 E | EE] D G O

Copy, -=sic Pay

@ﬁ | Salary amount | Fayments and deductions |

Persannel Mo 2607 MName Molly D. | Status Active
EE group 1 Regular State Empl. Personnel ar PT13 Daisy State Park
EE subgroup UE | Employee SSH 099 _7FE8-1543
Start '124"14.-’28!3Elt0 12731 7,9999
Subtype o BEasic contract
Salary
Reason (= Capacity util. level 100. 00
PStype =] Classified Wiiark hoursfperiod S50. 00| Bi-weekly
P3= Area o1 State of Arkansas
PS5 group 14 Level o1 Annual salary Z0, 853, 92 UsD
AL T |Wage Type Long Text |O..|Amount |Curr... |I |A..|Number.-’Unit IUnit |
1000 Hourly rate 0. 0740 LISDR
LISDr
LISDr
LISDr
(S]] )
[WI=T=1] =1
IS0
[ERjE] [ [[«]1[+]
Tv [Ba/25/2008) - [12/31 /9988 [«][ ] 10. 0740 |[USDH =] Payrall Simulation ]
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